OPERATIONAL SERVICES DIVISION

Job Aid:

How to Approve Documents

This Job Aid shows how to:

* Access “ready for approval” documents
»  Approve, disapprove and cancel documents routed for approval
* Add additional approvers to an approval path

Of Special Note:

When a document is submitted for approval, COMMBUYS determines which users must approve the document based on
the approval path criteria established by Organization Administrators. COMMBUYS then notifies each approver via email
once it is their turn to approve a document. Documents requiring approval can be found in the user’s Control Center in the
Approval tab waiting their review. Additional approvers may also be added manually by the user submitting a document,
or any of that document’s approvers.

Screenshot

COMMBUYS

Directions

1. Launch the COMMBUYS Web site by
entering the URL
https://www.commbuys.com/bso/ in the

COMMBUYS

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts” Executive Departments. COMMBUYS offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase

competition, and achieve best value for Massachusetts taxpayers.

COMMBUY S INFORMATION:

Browser.

Enter your login credentials and click the
Login button on the COMMBUYS home

page.

For more information on COMMBUY'S please visit the COMMBUY'S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you have any questions or concerns contact the COMMBUY'S Help Desk at
COMMBU Y SEustate ma us or ring us during Normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3187

— Register
Register here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to registering.
—— Complete Registration
Complete registration here to begin using COMMBUY'S.
Wendors, please read this disclaimer prior to completing registration

— Open Bids

Browse open bid opportunities.
e Active Contracts

Browse active Contracts/Blankets.
— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

L Registered Vendor Search
Search for registered vendors.

Login 1D

Password:

Forgot wvour password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved

2. Your Control Center displays; make sure
you are in either Basic Purchasing or
Department Access user role.

UM 5P S C Code Browse | My Account | Customer Service | About Current Organization: Operational Services Division @

I Find |
Home - Welcome Back Buyer Buyer

m Dashboard Regs(6) Bids(12) PO(1) Approval(d) MyReminders(0) Events(0)

Home | Items v | Documents v ‘ Vendors v | Quick Buy

When a document is ready for your approval,
it appears on the Approval tab in the control
center of your Homepage once it is your turn
to review (after prior Approvers listed on the

— S F— Approval Path, if applicable).
s e forees “rBE Click the Approval tab on your Control
Center.
Last Revised: : 2014-11-25 1 COMMBUYS Approving Documents


https://www.commbuys.com/bso/

OPERATIONAL SERVICES DIVISION

Job Aid:

How to Approve Documents

Screenshot Directions
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Vewst) Tshbour Regst) 5icecs) PO ([EERRRIRTN Wy omincersi) Evertsf)

My Documents Pending Approval
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3. Scroll to the bottom of the screen to the
Documents Pending My Approval section.

This section displays the list of all documents
submitted by other users that require your
approval in order to proceed.

Documents within this section are separated
by document type.

Selecting the document number link on the
left side of the screen will open the document
and allow you to review it, and then decide
whether to approve, disapprove or cancel the
document.

‘ i

Documents Pending My Appro:al
Requisition # Requisition Date Description Account Fiscal Year
1400286 010612014 Quick Buy Requisfion 14
List & Approve

4. In this example (approving a Requisition),
click the blue hyperlink in the Requisition #
column to open the Summary Tab of the
desired document.

Header Information
Requisition Number:
Organization.
Depariment:
Entered Date:
Requestor

Contact:

Peard Enabled.
Solictation Enable:
Invoice Method:
Shipo Address:

lotes:

hgency Files:
hgency Forms:
Vendor Files:
Vendor Forms:
Reminder List

Release Requisition 1400286
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Short Description:

Location:
Requisifon Type:
Purchaser:
Contact Phone;
Esfimaled Cost

Bill-to Address:

Qb By Fequishon

LOC - Dowigin
Rekass

Melks3 Moo
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240
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Status:

Required By Dite

status: IRRA -Restyfor pproval |1
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o

Type Cot

Fiscal Year:

am

Alternate ID:
Print Format

i
|

Due Date

Remind Whom
Prior

Remind

Date Completed

|

o
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5. The Summary Tab for all documents
contains Header and Item information
sections that display details of the document.

Review all the information on the Summary
tab for accuracy. You can also click into any
tab to review information.

Any notes and files attached to the document
will appear along the bottom of the Header
information section.

Scroll to the bottom of the page to add more
approvers, approve, disapprove, or cancel the
document.
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Directions

6. In the Approval Actions section of the
Summary Tab, the approval options will
appear, allowing you to approve, disapprove,
or cancel the document.

A comment field is available for you to add
additional information.

Job Aid:
How to Approve Documents
Screenshot
Approval Path:
Delete Appraver Order | Approval  Level | Appraver Date Date
Sequence | Path Type Requested Approved/DisapprovediCanceled
0
Alyssa Amaid 1 m 0 Primary 1062014 (52327 PML
Lz Banie-Erant 1 m 0 ArEmEhE 10672014 (52327 P
e ] prmary

Hpproval Actions

Opes @ Agoe ) Chaproe () Cancel Requistion

Comment

SaeLEM

Cancel Aeguishion [ Chme Reguistin

If a document is disapproved or cancelled,
you must provide a reason in the Comment
Field.

g
g
£
Z

Delete Approver Order | Approval  Level | Approver Date Date
Sequence | Path Type Requested Approved/isapproved/Canceled
o
Aljssa Amald 1 m® 0| Primary OB 2T PM
Linda Bev-Granl 1 m® 0 |Alereie | OUOBO0CEZETRM
A T Pl

Approval Actions

‘E

o @ e Digpoe (1) CocelRenihin

Comment

Sekih

[Casvatin ] Coewatin | Fit |

g 2014 Porkge Mg, .- A ighs Resd

7. View the approval path information in the
Approval Path section of the Summary tab.
This section displays all approvers who must
review and approve the document, and the
order in which they must approve it.

If other approvers approved the document
before you, a date and time will appear in the
Date Approved/Disapproved/Canceled
column in the row for that approver.

If a person is not on the approval path who
you believe should review the document, you
can add them by selecting their name from
the dropdown box next to the Add New field
in the Approver column, assigning them an
Order Sequence, and clicking the Add/Delete
Approver button.

Note that you will only be able to add
approvers to the end of the existing approval
path. If you would like to remove an approver
you’'ve added, you can click the checkbox in
the Delete column and click the Add/Delete
Approver button.

To approve, click the Approve radio button in
the Approval Actions section, then click the
Save & Exit button.
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Screenshot
M from web, u
T — |
Delete Appraover Order Approva
Sequence Path
2 @ Are you sure you want to approve this requisition?

Aiyss3 Amol 1 ]

Linta Barke-Grant 1 m
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pproval Actions
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Directions

9. After you click the Save & Exit button a
warning message appears.

If ready to approve click the OK button.

)

Delete Approver Ord
Sequ
@ Are you sure you want to disapprove this requisition? |
Al ATOH 1
Lpz Bz G

Opfirs (71 approe @ Dizagoroe (1 Cancel Requisiion

Comment

s T
Copriget € 2014 Periseqpe Holdge, Inz - All Rugets Resened

10. To disapprove a document, click the
Disapprove radio button and click the Save &
Exit button.

COMMBUYS displays a popup screen asking
“Are you sure you want to disapprove this
requisition?”

If the answer is yes, click the OK button and
COMMBUYS will send the document back to
the creator.

Note: Always include a comment/reason for
the item that is disapproved.

e o s =
roval " |

Delete Rpprover Order Appre
Sequence Pat
s @ Are you sure you want to cancel this requisition?
Aljesa Amald 1 a
Uiz Barke-Grant 1 @
AT New hd

optins (7 Agorove (7 Disporove @ Cancel Reguisiion

53k LER

e

‘Copyrignt © 2014 Perisoopz Hakdngs, 0z - All Rights Resened.

11. To cancel a document, click the Cancel
radio button and click the Save & Continue
button.

COMMBUYS will ask “Are you sure you want
to cancel this requisition?”

If the answer is yes, click the OK button and
COMMBUYS will move the document into
canceled status.

Canceled documents require a comment.
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Screenshot Directions

on-WelcomeBack s Aol 12. On the Control Center / Home page, find
Ve, e st 51 o [EEET the heading Documents Pending My

Iy e g Approval.
Requietion £ Reqiciion Date Descripion Approval Requested | Appenver Approval St | Date Approved
= - :’;w e | = “: | Documents are separated by type:
P e P pr— e . Requisitions, Bids and Purchase Orders.
Br ] e Chocals cale. N e A Hhyssa Amod Agproved 1200 I W
A ERAA Tralia Wiy . . .
IS [ = At the bottom center, there is a link called List
1015 HHERN Qutes B3 IS A Bayer Buyer Wiy . & A rove
Vewlhe. pp :
Purchase Order Parchase Onter Utz Desripion Approval Requested Appeuver Aporoval Status Datz Aggroved . . .
- e P R " o Click List & Approve to go directly to the
screen on the next slide.
Purchase Onler§ Change Order Purchass Orde Date: ‘ Descrigtion Approval Requested Noproner Appraval Staes Tate Approved
o 1 fnan e e G BuprBiyer igkny...
Purchase Onder § Purchase Order Dale Desciption Account Fiscal Year Purchaser Degilloc ‘ Total
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13. This is another option for you to use to
approve, disapprove or cancel the document.
Also, a comment field has been added for you

to add any additional information.
Mses Blankef
= esritin J——— P | o | T Use the checkboxes to choose which
- e wam pe m P PR documents are being approved, disapproved
or canceled.
Approve Action: | & v O Doz 0 CanoelFusiase O
Comment:

To select all, click the Select checkbox in the

[ EIIomacassccs Select column heading.

Capyigh & 201 Peiscape Hongs, - Al Aighs sz

Note: Only use this option after documents
for approval are reviewed.

P C Code Browse | My Account | Customer Seviee | About CurtntOrgastin;Operdind Senies Division ) 14. Click the Apply Approval Action to

T v | Docunents | Vendors ¥ qmau-,_ Fid Selected button.

' Messaqe from webpag T . .

Purchase Orders Pending My Approval | seion vehrer N A popup message will ask if you are sure of
your action. If so, click the OK button.

select @ Are you sure you want to approve the selected purchase orders?

Purchase Order # Pu | | fal Year

(I

-
Approve Action: | @ pgrpie |L—

Comment:

e emee)

Copyight & 2014 Peiscape Heding, e -l Rihs Resenve,
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Screenshot

Purchase Orders Pending My Approval

Approval action was performed successfully.
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Directions

15. This final screen demonstrates that the
approval has been executed correctly.

The Routing and Summary tab of each
document will show internal users the history
of who approved the document and at which
date and time, and can be used for reporting
to identify opportunities for improved
efficiency.

Please note that if a Proxy user approves on
behalf of a user who has assigned this
responsibility to them, this approval history
will show the proxy approved on behalf of the
normal approver.
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